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Adding a Personal email address to MHAPeople for a colleague so it appears in the Learning Zone 

This guide provides instructions on how managers can add a personal contact email address for their team members into MHAPeople to 

enable this to be imported automatically into the Learning Zone. 

  

1. Log into MHAPeople 

 

2. From the pane on the right-hand side of the 

screen select ‘Employee Information’ 
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3. From the pane on the left-hand side of the 

screen search for and select the team member 

you would like to add the email address for. 
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4. Select ‘Personal Contact Details’ from the 

Links section at the bottom of the screen  

 

5. In the Contact Details screen select New 
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6. In the Contact Details New screen select the 

Means of Contact from the drop down 

 

7. Ensure ‘Personal E-mail address’ is selected 

 

8. In the Contact at field enter the email address 

the colleague would like to be used for contact 

from the Learning Zone 

 

9. Click ‘Save’ 

 

10. This email address will now be included in the 

next daily import to the Learning Zone 

 


